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Post Trip Authorization 
 

In the event the GovTrip online booking is unavailable USDA staff may contact the Travel 

Management Center (TMC) help desk to arrange airline travel using your Government Issue Credit 

Card.  Transportation purchased through this method will be charged a $28.25 TMC service fee.  The 

following steps are a demonstration of how to record the cost of transportation when booked outside of 

the GovTrip system: 

 

EXAMPLE:  

Traveler:   Travis T. 

Airline Ticket cost:   $500.00 (purchased outside of GovTrip)  

TMC: Fee:    $28.25 (Full Service Fee) 

  Method of Payment:   Government Issue Credit Card (GOVCC-I) 

 Travel Dates:   October 1-7, 2010 

Today’s Date:  October 8, 2010 

 

Step 1 – Create a new Authorization for the TDY location, following below standard authorization 

procedures.  From the navigation bar, select Authorization.  Under authorization select the 

Create New Authorization option.  

 

 
 

 

 

 

The below screen appears after selecting the “Create New Authorization”.  Enter starting point TDY 

location, ending point location, and remaining applicable information.   
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Click “Next section.” 

 

 
 

 

Search for TDY Location.  When found, click “Add selected location.” 
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Once complete, select Save and Proceed.  

 

 
 

 

 

 

Step 2 - Select Reservations from the main navigation bar, and then select Other Transportation  

from the drop box.   Do not attempt to book a flight from the Air option on the drop box 

 this step is not required.  

 

 
Step 3 – Under the Type: field, select the correct purchase/reimbursement method option used.   

In this example the airfare was purchased using Government Issue Credit Card, 

CP-Air Fare (GOVCC-I).   
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Complete all of the remaining self-explanatory fields with *     
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Step 4 - Review data entered and save.  

 

 
 

You will see that the airfare was added under the Trip Summary block.  
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Step 5 – Add the $28.25 TMC fee to this authorization.  Select Expenses from main navigation bar,  

and then select Non-Mileage from the drop box.  From the Expense Type drop box select 

TMC Fee (GOVCC-I) since in this example the traveler has a Individual government credit 

card.  Add any other expenses that may apply to this trip at this time. 

 

 

 
 

Step 6 - Review data entered and save.  

 

You will see TMC Fee under the Expense Summary block.  
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Step 7 - Select Review/Sign under the main navigation bar. Then select Preview from the drop box.  

Review your document.  

 
 

 

 

 

Step 8 – Select Pre-Audit from the drop box under Review& Sign or click on Next Section, complete 

any justifications and then click Digital Signature under Review& Sign drop box or Next Section.  
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 Step 9 – After reviewing and a pre-audit of your authorization, select Digital Signature from the drop 

box or Next Section .  Within the Additional Remarks: state why the ticket was purchased 

outside of GovTrip. i.e. “Airline ticket was obtained thru TMC due to GovTrip not 

available for online booking”.   

 

Once complete, select Signed, and click Submit Completed Document. 

 
 

 

Done!………the authorization will now be routed to your approver.  


